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PROBLEM:
25X1A
To determine the proper clessification of Administrative
Assistent positions in the_ Contact Division,
Office of Operations,

FACTS EFEARING ON THE PROELEM:

Current classification of the subject positions is grade GS-7,

This grade hes been in effect in nine of the 25X1A
offices since they were originally established in the latter

part of 1947 and early part of 1948; grades for the remaining

offices were originally set at GS-6 » but were subsequently

changed to GS-7 based on classification determination that

there was no substentiation for the grade differential,

Detailed classification review of these positions on two previous
occasions, once in 1951 and again in 1952 s made with a view

toward possible upgrading, resulted in both cases in substentis=-

tion of the GS-7 level, 26X1A

Due to the static classification situation and consequent lack

of opportunity for promotion line of work, Administra-
tive Assistents in three of the offices have been reassigned
within the past yeer to profession telligence work in an
effort to afford them chance for sdvencement vhich they did not
have as Administrative Assistants,

Length of time in grade for personnel currently serving as
Administrative Assistants at the GS=7 level ranges from two to
8ix years, three individuals having been in GS8-7 for six years
or slightly over,
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Rotation of incumbents of thess positions to positions in head-
quarters affording better career developmentsl and promotional
opportunities has not been feasible in the past nor is it expected
to be in the futurse,

DISCUSSION:
In accordance with the classification evaluation made with respect

to the subject positions (Evaluation Report attached as Annex), 2EM1A
the following specific conclusions were resched:

There 1s no basis for distinction emong the various 25X1A
in terms of relative size or the presence of oltices 25X1A
which would support a grade differential amo e V strea~

tive Assistents; hence any upgrading would affect all
positions, 25X1A

Evaluation of the subject positions in terms of changes which have
occurred since they were originelly established at the GS~7 level
shows that they have not meterially changed in difficulty or

responsibility, Changes noted were primar in volume of work
by virty ase in size M the establish-
ment of ffices in ce Ca8es, ] 1tional work

load 8 somewhat to the positions but does not in itself sub-
stentiate a change in grade
7n8e Th Erade. STATSPEC

Comperisons with [ llpositions 1M and the Security ofrice
tend to support retention of the positions at GS=7 s although in
the case of [l the comparison would not preclude advancement of
the positions to GS-8 if other comparisons would so warrant,

Camparison with similer positions in ORR end 08I and with the
Administrative Assistant position to the Assistant Director for
Operations tends to provide justification for allocation to GS-8,

Consideration in terms of the general secretarisl grade pattern,
with particuler reference to DD/P, would substantiste allocation
to at least GS=8, :

Although the points summarized above lead to varying conclusions

vhen considered separately, it is believed that sufficient technical
Justification exists to warrant allocation of the subject positions
to grade GS-8, Heavily weighted in reaching this conclusion is

the general shift upward in the secretarial grade pattern which has
taken place over the years, which renders the original estimate of
GS~7, commensurate with the secretarial pattern when first established
in 1947, out of line with the current pattern,
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While valid as a technicel classificetion determination, the con-
clusion of GS-8 does not provide a satisfactory solution to the
practical problem faced by the Contact Division, which is in essence
to provide a solution 1 " pature of Administrative
Assistant positions The only expedient avail-
able under the current situation, which has been used in three cases
to date, is to attempt reassigmment of Administrative Assistants to
professional intelligence dutles, This course of action is in no
way assured of success in every cese or necessarily in consonance
with the most desirable career development of the employees so
effected, Upgrading to GS-8 will mitigate the situation to a slight
extent, but since many of the employees of long tenure are at
advenced sslary rates in GS-7, promotion to GS-8 would not provide
any considerable value monetarily and would in several cases only
serve to postpone the problem for another two or three years, In
view of the administrative considerations involved, quite apart from
the technical classification determination, which is essentially a
compromise between conflicting comparisons, there would sppeer to

be some merit to a case for GS-9, It is in no way suggested that
there is or should be en indefinite progression of grade levels
upwaerd to avoid the reality of dead end positions; in the instant
case, however, it is viewed that rigid application of the GS-8
level afforded by normel classification evaluation is wnduly re-
strictive, Accordingly, based on the combined administrative and
clessification merits of the case, allocation to GS=9 would provide
an adequate solution and at the same time provide no serious dis-
tortion of the general classification alignment within the Agency,

Since comparis Asslstant positions in the
Security OfficMindicates bagic compearability to
the subject positions, upgrading would affect the Security Office
positions also, Eight positions in the Security Office would be
involved,

From the budgetary standpoint, the difference between the base
salary step of GS-7 and the base of GS=9 would emount to an inorease
of §19,665 in basic compensation if the positions are approved for
G8-9, The actual increase would be less than this figure due to

the fact that many of the incumbents are now at salary rates in
excess of the base rate of GS-7, The prospective upgrading of the
Security Office positions are included in computing monetsry cost
involved,
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CONCLUSIONSs

Based on the foregoing discussion it is concluded that in considera~
tion of all aspects involved, administrative as well as classifice-
tion, the subject positions warrant allocation to grade GS~9,

25X1A
RECOMMENDATION:
It is recommended thet the Administrative Asslstant po be
sllocated to GS-9 in both the Contact and the Securit;
25X1A9%a
Acting Personne
ANNEX:
Evaeluetion Report - Administrative Assistant

. 256X1A
ACTION BY APFROVING AUTHORITY:
APPROVED: Gt @oesndlod bl Deter (4 g 57

) 25X1A
=

[ ] [
Acting Deputy Director (Administration)

Except for the _ nemed below, classification of Admin-
istrative Assistant positions located in the
Contact Divislon in grade GS-8 is approved as the appropriate grade

level commensurate with the scope of responsibilities and duties 25X1A
assigned to these positions. Approval is given to classify these
positions in th
offices of the Contact Divison in grade Go-9H. n view o 8
recognition of the different levels of responsibility and duties

existing among these positions, no general approval can be gilven

at this time to upgrading the positions of Administrative Assistant
agsigned to the Security Office. Further study of

this group of positions, with particular attention to variables which

may exist in individual cases, would appearanecessary FOIAb3b

§9.7WHITE
Deputy Director
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